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Introduction

Welcome to the course
~ Introductions
Course objectives

Course structure

» Explanation of concepts
 Demonstrations



Content Management Basics

Review of Content Management Basics
Content management process
Content management workflow
TeamsSite structure
TeamSite roles



Content Management Basics
Process

Basic content management process:




Content Management Basics
Workflow

Basic workflow:
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Content > Content > Content
Creation Management Delivery

_
= S s




Content Management Basics
Structure

» Main Branch

» Sub-branch
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TeamSite’s structure

Includes the following:

* Branch

» Sub-branch
* Work Area

» Staging Area
» Editions
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Content Management Basics
Roles

TeamsSite has four major roles:

Author

Editor
Administrator
Master



The Content Management Process

The Content Management Process
Content creation
Content management
Content delivery
Within TeamSite



The Content Management Process

The process below shows how an idea for content
gets published to SFANet:

1.1.1 Add
Content to
SFANet

1.2.1 Modify
Existing
Content

1.2.3 Code 1-2d4AReview
Content and Approve
Content

Expedite
Content

1.2.2 Remove
Obsolete
Content

A
1.3.1 Deliver
» and Distribute
Content




The Content Management Process

The process begins with the content contributors and content managers:

1.1.1 Add
Content to
SFANet

1.2.1 Modify
Existing
Content

1.2.3 Code 1-2d4AReview
Content and Approve
Content

Expedite
Content

1.2.2 Remove
Obsolete
Content

A
1.3.1 Deliver
» and Distribute
Content




The Content Management Process

The content contributors and content managers follow this process:

Content Contributor Content Manager
No
1 2 I 3 4

Identify Document . . Yes Create a job in
S it appropriat

Start » new content » new content f Interwoven to
i i or SFANet?

idea idea add content

D

\_—-—/
Interwoven
TeamSite

Code
Content




The Content Management Process

Content contributors and content managers monitor their content on
SFANet, determining when content needs to be modified or removed.

1.1.1 Add
Content to
SFANet

1.2.1 Modify 1.2.3 Code 1.2.4 Review
Existing .C&)nt B and Approve
Content Content

1.2.2 Remove
Obsolete
Content Expedite
Content
A
1.3.1 Deliver
» and Distribute

Content



The Content Management Process

Based on the input of content contributors and content
managers, content programmers code content for the website.

1.1.1 Add
Content to
SFANet

1.2.1 Modify
Existing
Content

1.2.2 Remove
Obsolete
Content

1.2.3 Code
Content

Expedite
Content

» and Distribute

1.2.4 Review
and Approve
Content

A
1.3.1 Deliver

Content



The Content Management Process

Applications Management Content Manager
reviews and approves material:

1.1.1 Add
Content to
SFANet

1.2.1 Modify
Existing
Content

1.2.4 Review
and Approve
Content

1.2.3 Code
Content

1.2.2 Remove
Obsolete
Content

Expedite
Content

1.3.1 Deliver
» and Distribute
Content




Material is then sent to production:

1.1.1 Add
Content to
SFANet

1.2.1 Modify
Existing
Content

1.2.2 Remove
Obsolete
Content

1.2.3 Code 1-2d4AReview
Content and Approve
Content

Expedite
Content

1.3.1 Deliver
and Distribute
Content




The Content Management Process

The basic, overall TeamSite cycle is shown below:

*Login * Develop ideas for * View content * Approve new or * Produce an
« Homepage content « Add content edited content edition
setup * Create document

for website » Modify content

» LaunchPad « Remove content
* Assign job within

TeamSite, » Generate HTML
attaching any » Submit for approval
necessary

documents




Using TeamSite

Within this Content Management process, our roles will
Include four main components to using TeamSite:

Logging in

Assigning jobs and tasks
Approving work
Producing editions



Using TeamSite
Logging In

Log In
How to log in
How to set up a homepage

Installing LaunchPad

" Assign jobs and tasks
v Approve work
' Produce editions



Accessing TeamSite:
Logging in

To log into TeamSite, open your Internet browser and type in this address:

http://teamsiteservername/iw OR http://teamsiteservername/iw/launch.html

A TeamSite - Microsol lneinet Euphore

JE: Ect  “ewm Foworkes ook Help |-
(e .» @ B A u 3 D I 3
| Back  boww Shoo Relmeh  Hom | Sewch Foobes Hiloy  Mal Pinl Dol
| Ao [T bitpc1 700 248 222 3004 i e i v S L

Enter your Login,
Username, and

Password in these | ——” leoginas [Ruhar =]

> Tsermame [wakihor

areas. \
Passwrrd [ee
Tharmein |l3F'°| b
Lesin

TeamBite Server: 170.240.282.200
Wersion, 4 20 Build 1405 Interaaven 20000022

Then click “Login.”
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Demonstration

Accessing TeamSite:

Logging into TeamSite



What i1s LaunchPad?

* The first time you log into TeamSite, an application
called “LaunchPad” installs automatically

» As you use TeamSite, LaunchPad allows you to
specify which editing applications should launch
which types of files in TeamSite

e You can specify how you want LaunchPad to
Interact with your workarea



One-Time LaunchPad Installation

To install LaunchPad:

Windows and Windows/NT users
 When you first log into TeamSite, LaunchPad will
automatically download and install onto your computer

Mac users

e You must download LaunchPad before you can install it
 From the Edit menu, select LaunchPad Setup

» Follow instructions in the Install window



Setting the Home Page

The “Home Page” is the default screen you’ll go to
each time you open TeamSite.

To set your workarea as your home page:
« (o to your workarea (click on the “workarea” icon)
e Select: Edit > Set Homepage
* Your workarea is now your homepage

This same process can be done on any page to set
It as your personal home page.



Setting the Home Page

icrosoft Internet Explol

J Eile  Edit  Wiew Favoites Tool:  Help

S e P A

Q @ 3 B a9 H

B;ac:k EdiraEnd Stop  Refresh  Home Search Favortes  Histom b ail Frint  Discuss
| Adress |&] hitp: /170,248,222 200/ iw/start hirl ~| @60 || Links >
cpl author: CF T iwauthor
Select: frme “Heait ~|[iew = 2
Edit > Set Homepage Edit
e Select Al
G |G —
Back Hatne : : b Clear 8l
Select All Files

Clear All

(5 To Dia List: Current Tasks

Job Hame (1D): et Home Page IJDb Options vIL
Operation LatfElEar SBE':I.E.. wamie (ID} Description Date Owner  Status
7 o Author Work . oM Asgigned
ITask Options (15701) Autthar Wiark O9/20/2000 14:32 \iauthor To Me
Job Name {1D): Author Assignment {15705) IJDb Options 'I
Operation Task Name {ID) Description Date Owner Status
T Authar Wik : CP1 Assigned
|Task Options i (15706) Author Wiark 092002000 1433 WwaLhar T He
Job Name {1D): Author Assignment {16300) IJDb Oiptions vl_
Operation Task Name (D} Description Date Owner  Status
Su e Wil fl= i} Sremirenmud LI

Logout I "_/%}
TEAMSEIT
& ’_|_|O Internat




Using TeamSite
Assigning Jobs and Tasks

J Login
Assign jobs and tasks

- Create a job
* View the To-Do list
* View assigned jobs

» Approve work
» Produce editions



Jobs & Tasks

Tasks are portions of work performed by a single
user. A job is a group of tasks associated with a
particular workarea.

We can:
Create a job
View a task
Add files to a task
Edit task files
Complete task
Approve task



Jobs & Tasks

Our main use of jobs and tasks will be to:

Create a new job
View the To-Do List
View assigned jobs

Create a job to request content to be coded for the site
Add files to a task to provide an existing file for the site

Check your To-Do list for progress of assigned tasks



View of Tasks in the To-Do List

eam5ite - Microsoft Internet Explorer

J File  Edit Wiew Favorites Tools  Help

-@,#,@ﬁ‘

Back Eanaard Stop  Refresh  Home

Q W @

Search Favorites

-

b ail

Histary

Print  Discuss

| Address @ ttp: 441 70,248 222 200 we/start. il

| @60 ||Links >

Jobh Name {ID): Author Assignment {15700)

File = || Edit = || e -
| =l =l =l
<F" m o Select Al
Back Home | Refresh | Wlorkarea | ocClearal

cpl

7 To Do List: Current Tasks

author, CPIWwauthor

il

I._Iub Options 'l |

Owner Status

CP1 Assigred
imauthor To Me

I.Jcnb Optians 'l

Owner Status

CP1 Assigned
iwauthor To Me

I.Jcnb Options 'l_
Owmer Status

hd|
D4 T i mned

TEAMSIT

Operation Task Name {ID} Description Date
[Task Options Autihor WOk g thar wiork 09120/2000 14:32
(5701
Job Name {ID): Author Assignment {15705)
Operation Task Name {ID} Description Date
: Authar iark :
|Task Options (15708) ALthor ok DRZO2000 1433
Job Name {ID): Author Assignment {16300)
Operation Task Hame {ID} Description Date
S A A AL
Logout |

|| |4 Intemet



Demonstration

Assign Jobs and Tasks:
Functionality of the To-Do List



Using TeamSite
Assigning Jobs and Tasks

Assign jobs and tasks

» Create a job
* View the To-Do list
* View assigned jobs



Creating a New Job

To create a new job, select: File > New Job

2} TeamSite - Microsoft Internet Explorer HE E

| File Edt View Favartes Took Help |-
.2 0 [N o A @ @8 B 9 EH
Back el Stop  Refresh  Home Search Favortes  Histon M ail Print Discuss
| Adhess @] hitp: /170,248,222 200 w/start. himl | @6a ||Links ”
cpl editor; CPIiwedifor
File ~|[Edt |[iew = Overite 1 2]
File | : :
T [ @] @ |zsemnl Golal 4| & | 4
_NEW Directory J To Do |U1Iur‘r<area| uCIear.ﬂ.III Compare |GetLatest| Submit |V|euu Fllel Edit File |
Select: Mew Data Record | wr presie Last Maodified: Oet 12 14:27 2000 by CPliweditor
ile >
File > New Job Import Files... Wame Size Last Modified Maodified By
Generate HTML = &REFCLetter himl 7K A0/03/2000 14:55 CP1uwauthor
f s c= = [BNew Letter. hirm 5K 1041172000 16:19 CP1iwauthor
Move lew = [Bscott himl 2K 10/11/2000 14:59 CPiweditor
| @Team8iteTempIatinqPreviewFile.html 208 40022000 12:43  CP1viwauthor
4 iles in Memplatedataliv_preview'
KT _'|J
Logaut I g*&
FEAMEIT

& l_ l_ | Internet



Creating a New Job

The New Job screen appears. On this screen:

» Select a template
» Enter a description
» Click the New Job button.

3 http://170.248.222 200/iw-binfiw_cgi_wrapper.cgi/iwhistuserwftazk_cgi - Microsoft Internet Ex___ [H[=] E3

New Job {K
TEAMSIT

Select a template:
€ @ Intdualapprvl
[ Intsnglapprwl
&= Serabpwknaﬂ
€ (3 Snglapprulmail

Enter a Description for the Mew Job:

Test New Job for Sceen Shots. ;I

MNew Job | Canceil




Creating a New Job

In the New Job Template, enter the required fields.

4“3 TeamSite Workfow Template - Microsoft Internet Explorer

New Job Template:  Serupprvimail

TEAMSITE

Run Job I Cancel |

Administrator =

CP1\wauthor
Developer CFP1Yiwauthor?

SYSTEM

domaintuser ;l

Test New Job for Sceen Shots. |
Task Description

Lo

Enter Branch fdefault/main/ [Training

Enter Workarea MWORKAREAS |SCDH

CF1\iweditar
CEThiweditor?
SYSTEM
domairuser x|

{Channel Approver




Demonstration

Assign Jobs and Tasks:
Creating a New Job



Using TeamSite
Assigning Jobs and Tasks

Assign jobs and tasks

- Create a job
» View the To-Do list
+ View assigned jobs



To view the To-Do list, click the To-Do button
The following screen appears:

j TeamSite - Microzoft Internet Explorer

J File Edit Miew Favorites  Tools Help |-

J-«:,».@ﬁ@@@-%v

Back i e Stop  Refresh  Home Search Favortes  History Mail Print  Discuss
| Aduhess |&] hitp:/170.248,222.200in/start il ~| #oe |J Links >
cpl editor: CPIWwedifor
[Fie ~|[Edit [view =l B
& 4 o Selact Al
Back Hotne | Refresh | Workarea | o Clearl
% ToDolLis
Job Name (10G: Submit Vorkflow (16422) IJDb Options 'IJ
Operation Task Mame (1D} Description Date Ouwmer  Status ‘
n 3 . T : CH Assigned
ITask Options j Submittt (16423)  submit the fles in this task 0912852000 1726 Wedior To Me
Job Name {1D): Submit Vorkflow {164 26) IJob Optians 'l
Operation Task Name (ID) Description Date Owner  Status
n 3 . TR . CH Assigned
IT_ask Options j Submittt (16427)  submit the fles in this task 0912852000 1727 sdior To Ma

Job Name (10G: Submit Vorkflow (12100) IJDb Options 'l

Operation Task Name (ID) Description Date Owmer Status

fal=l} A mimenmed LI
Lagaut | :

|@ Daone I_’_|° Internet
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To see specifics for each job, select:

Job Options > Job Detalls

2} TeamSite - Microsoft Internet Explorer

| Ele Edt Vew Favoites Tooks Help

j-<:=,->,@ N M 3 B 5
Back Eanand Stop  Refresh  Home Search Favortes  History I ail Frint  Discuss

| Adchess @] hitp. 4/170.248 252 200/wdstart il

=] @G0 || Liks >

cpl

[File x| Edit | -

& @ A o Salect I
Back Home | Refresh | Workarea | o Clear 8l

Job Name {10): Submit V¥orkflow (16422)

editor: CFPIViweditor
BE

Joh Options VI;I

Operation Task Name {ID) Description Date Job Optians
ITask Options LI Sutarnitht (16423 submit the fles in tis task OH/ZRIZ000 1726
Job Name {10): Submit Vorkflow {16426) IJDb Options 'l
Dperation Task Name {ID) Description Date Owner  Status
. 3 . R y CHM Assigned
ITask Options ;I Submittt (16427)  submit the files in this task 090282000 17 27 Weditor To Me
Job Name {10): Submit Yorkflow {12100} IJDb Options 'l
Operation Task Name {ID) Description Date Owner  Status
Pl =2} S micamme] LI
Logout | f/#\}
TEAMSIT
@] Done l_’_|° Intermet

Select:
Job Options >
Job Details




Viewing the Editor To-Do List

The Job Details window appears as below:

<3 Job Details - Microsoft Internet Explorer

Job Details ﬁ%&
TEAMEET

Job Name - Submit WoorkiTow 1 6422) Job wmer © Administrator
Description - Submit Workdiow

Job History:
Task 1D - Description Workarea Action Activated Completed Task Owmer
16423 - submit the files in this task wefauttinaint Training o REAREALSCot QBIZE2000 1726 - P iecitor
Comment:

Close |




Demonstration

Assign Jobs and Tasks:
Viewing the Editor To-Do List



Using TeamSite
Assigning Jobs and Tasks

Assign jobs and tasks

- Create a job
* View the To-Do list
» View assigned jobs



Viewing New Jobs

Assigned by the Editor

After logging in as an Editor, click the To-Do list
A screen appears similar to the one below:

2} TeamSite - Microsoft Internet Explorer

| Fle Edit View Favoites Tooks Help

j-<:=,->.@ﬁ @ = @9 B 59 FH

Back Fenard Stop  Refresh  Home Search Favorites  Histary il Frint  Discuzs
| Adehess |7 hitp: /170,248,200, 200 i/ start bt | @6 |J Links
cpl editor; CF I iweditor
[Fie ~|[Edit ~[view -] iz
& A :-/Seleumll
Back Horne | Refresh | Workarea | o Clear i

% ToDoLis

Job Name (10): Submit Yorkflow (16422) IJDb Options vI—I
Operation Task Name (D} Description Date Dwmer  Status ‘
. 3 . T : CP1 Assigned
ITask Options j Subith (1642%)  submitthe files in this task OQI2E2000 1726 Secior To Me
Job Name (ID): Submit Vforkflow (16426) IJob Options 'l
Operation Task Name {ID) Description Date Owner Status
" 3 . T . CF1 Assigned
IT_ask Options ;i Submith (16427)  submitthe files in this task OQJZR2000 1727 Secior To Me
Job Name (10): Submit Yorkflow {12100} IJDb Optians 'l
Operation Task Name {ID) Description Date Dwner Status
mod M i e, nl LI

Logout | ¥
TEAMSIT
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Viewing New Jobs

Assigned by the Editor

Select: View > My Jobs

=} TeamSite - Microsoft Intemet Explorer

| File Edt View Favortes Took  Help |-

J-c:,-v,@fé%@@@-%-

Back ErimaE Stop  Refresh  Home Search Favoites  Histom GET] Frint  Discuss
| Address |@]7 hitp://170.248,222.200/w/start il ] @B | Liks
cpl editor; CFIiweditor
[Fite ~|[Edit | [view i el
: e
@ @[ @ feme
Back Home | Refresh | Workarea urren.t asEl
Select: ) {Unassigned Tasks

View > My Jobs

Job Name (1D): Submit YWorkflow (16422) |- I.Jub Options v| I

Haorne Page

Operation Task Ha : Date Oamer  Status
Waorkarea
. . | EEE . oGPl Assigned
[Task Options x| sumite e is task 09R8R200017:26 L
Job Name (1D): Submit Vorkflow {16426) IJub Options vl
Operation Task Name (D) Description Date (amer Status ~
[Task Options =] submit (16427)  submitthe fles in this task papspoo0 17pr  OT1  AssiEned.

‘iwedior  To Me

Job Name (1D): Submit Vforkflow {13100) IJDb Options v|

Dperation Task Mame (ID) Description Date Ouwmer  Status

[l =% Juemicareed L
Logout I :
& l_ l_ |4 Intemet

-
TEAMSIT




Viewing New Jobs
Assigned by the Editor

J File Edit ‘“iew Favoites Took Help |-
: 3 =5
S, | A G | B
Back REIE ) Stop  Refresh  Home Search Favarites  History Mail Frint  Discuss
| Sddress 1287 vppey 2170, 740 297 20N fia st art bberd e Go | | Links ¥
| A JE] hitp/A170.248.222 200w start bt L0 L
cpl editor: CFIYwedifor

2

[File ~||Edit
@

Refresh

4
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o Clear Ml

Job Name (10}: Author Assignment (15700) I.Jub Options 'lil

Back Horne

Operation Task Hame {10} Description Date Ouwmer  Status
NA ’;”5";%; ;ﬂm Authar Wiork 09/20/2000 1432 EUE iy 2S5aned
HA i’z?roorugh(;ksmiz) Author iork Approval e fj; ditor Inactive
A Submit (15703 Author Cortent Approval e EUE; ditor Inactie
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Job Hame (10): Author Assignment {15703) I.Job Options .vl
Operation Task Mame (ID) Description Date Owmer  Status
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TEAMSIT
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Demonstration

Assign Jobs and Tasks:
Viewing New Jobs Assigned by the Editor



Using TeamSite
Approving Work

J Login
 Assign jobs and tasks

Approve work
Process for approval

" Produce editions



Reviewing and Approving Work

When work is submitted, it goes through the approval
process. The approval process includes these steps:

Applications Management Content Management Lead Content Manager

Code .
Content |~

1

. Approve

( Start ) T Content?

——

v
Interwoven
TeamSite

Deliver and
Distribute to
Production

Approve Yes
Content?

Submit to
staging

A
N~~————

A\
R——A S———
Interwoven Interwoven
TeamSite TeamSite




Using TeamSite
Producing Editions

J Login
 Assign jobs and tasks
v Approve work

Produce editions
How to produce an edition



Publishing Editions

When all work in the staging area is ready for
the website, we publish an edition

This may happen on a regularly scheduled basis
or as updates are needed

Editions are saved liked archives, in case we
need to revert back to a previous version

Once an edition is published, we start work on
the next edition

Selecting the “Get Latest” button each time you
log iInto TeamSite ensures that your workarea
has the most recent edition loaded



Publishing Editions

Work begins in a workarea, moves to the
staglng area, then is published as an edition

- ‘
—

~_

~

Workareas Staging Area Edition



Review & Conclusion

Review
Content Management Basics
The Content Management Process
Using Interwoven TeamsSite
Questions

Conclusion



